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Dear National Fire Academy Student: 
 
Congratulations on your acceptance into the National Fire Academy’s Volunteer Incentive Program’s 
Challenges for Local Training Officers (CLTO) course. This 6-day course is designed for you to provide 
skills to effectively operate the training function in your volunteer or combination fire department. A variety 
of training issues will be discussed. Specifically, it will teach you to better plan, implement, and evaluate your 
training responsibilities. 
 
If possible, you are asked to bring the following items to class: 
 
1) Your departmental mission statement. 
2) Your training division mission or goal statement (if you have one). 
3) A sample of any unique alternative training technologies your organization may be currently using.  

During the class, you will have an opportunity to either speak to or demonstrate some of these 
programs. These items may include, but not be limited to the following: 
a) Disks or other examples using the computer in training. 
b) Programs you use in your local training. 
c) Any other programs that you feel are worthy of sharing or demonstrating to a group of 

volunteer trainers. 
 
It is important to note that this is a 6-day course, and the first day of class will begin on Sunday at approximately 
8 a.m. just after orientation.  Orientation will normally commence at 8 a.m.; however, make sure you confirm this 
when you check in. Normally, classes meet daily from 8 a.m. to 5 p.m. with graduation occurring on Friday at 4 
p.m. Because of this schedule, you will be provided lodging for Friday night following the class. Evening classes 
may be required. 
 
End-of-class graduation ceremonies are an important part of the course, and you are expected to attend. Please 
do not make any travel arrangements to leave campus until after you and your classmates graduate. 
 
For your information, the NFA classroom environment is PC based. As increasing numbers of students and 
instructors are bringing laptop computers or other electronic devices to campus you alone are responsible for 
the security and maintenance of your equipment. The Academy cannot provide you with computer software, 
hardware, or technical support to include disks, printers, scanners, etc. Classrooms are outfitted with surge 
protectors at each table for your convenience. Thumb drives or external hard drives used to bring course 
materials to class cannot be connected to FEMA property without being scanned for viruses. Due to time 
limitations for scanning, these devices cannot be larger than 8 GB. Anything over this amount will not be 
scanned and cannot be used. A Student Computer Lab is located in Building D and is available for all students 
to use. It is open daily with technical support provided in the evenings. This lab uses Windows 7 and Office 
2010 as the software standard. 
 
 

 
 



 

Should you need additional information or have any questions pertaining to course content or requirements, 
please contact Mr. Gerry N. Bassett, Training Programs Curriculum Training Specialist, at (301) 447-1094 or 
email at gerry.bassett@fema.dhs.gov. 
 

 
Sincerely, 

 
Dr. Denis Onieal, Superintendent 
National Fire Academy 
U.S. Fire Administration 
 

 

 


